
How to Submit an Application Via Email for a Posted or Non-Posted Position 

1. View the Job Postings and select the position you wish to apply for. You can click on the title of 
the position to read the full details. 
 

2. Select  Job Application in the upper right corner of the page 
 

 

 

3. Fill out form.  You may save a copy to your computer shown below by selecting “Save As.” 
 

 
 
 
 
 
 



4. Or email your resume by clicking “Submit Form.” 

 

 

5. Fill in “Email Address” and “Full Name” and click “Send.” 

 

 

 

 

 

 



6. Next you can email your resume by selecting “Email Resume.”   

 

7. Attach your resume to the email by selecting “Attach File” (shown in example 1). Other 
documents can be attached to the email ie.. Cover Letter or References.  Lastly, click “Send.” 
(shown in example 2)  
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